ATTACHMENT B
NeighborWorks America Event Services RFP Questionnaire – FY2027
NeighborWorks Training Institute – San Juan, Puerto Rico
Respondents must complete all applicable sections of this questionnaire. Responses should relate specifically to the services proposed for the February 2027 NeighborWorks Training Institute in San Juan, Puerto Rico.
A. Company Information
1. Contact Full Name:
Response: ________________________________________________________________
2. Contact Title:
Response: ________________________________________________________________
3. Company Name:
Response: ________________________________________________________________
4. Company Legal Name, as listed on IRS Form W-9:
Response: ________________________________________________________________
5. Phone Number:
Response: ________________________________________________________________
6. Email Address:
Response: ________________________________________________________________
7. Company Headquarters:
Response: ________________________________________________________________
8. Please provide a brief description of your company, including the primary event services you provide, number of years in business, and any relevant industry awards, certifications, designations, or professional affiliations.
Response: ________________________________________________________________
9. How many full-time employees does your company currently have?
Response: ________________________________________________________________
10. Where are the employees who would support this engagement located?
Response: ________________________________________________________________
B. Puerto Rico Licensing and Local Operations
11. Is your company legally authorized to conduct the services you are proposing in Puerto Rico?
☐ Yes   ☐ No
If yes, identify all licenses, registrations, permits, authorizations, or other approvals required for the services you propose and provide the current status of each.
Response: ________________________________________________________________
12. How long has your company operated or provided services in Puerto Rico? Describe your local presence, resources, vendor relationships, and other relevant local capabilities.
Response: ________________________________________________________________
13. Does your company have established relationships or partnerships with other event-service providers in Puerto Rico?
☐ Yes   ☐ No
If yes, briefly describe those relationships.
Response: ________________________________________________________________
14. Does your company currently hold any approvals required to perform services at the Puerto Rico Convention Center (PRCC)?
☐ Yes   ☐ No   ☐ Not Applicable
If yes, identify the approvals. If additional approvals would be required for the proposed services, explain.
Response: ________________________________________________________________
C. Puerto Rico and PRCC Experience
15. During the previous three years, how many events has your company supported in:
Puerto Rico: ____________     Puerto Rico Convention Center: ____________
16. Describe your company's experience at the PRCC. For representative events, identify:
approximate attendance and scale;
services provided;
your company's role;
approximate event dates; and
any significant operational responsibilities.
Response: ________________________________________________________________
17. Identify the proposed team members, if any, who have previously worked at the PRCC and briefly describe their experience.
Response: ________________________________________________________________
18. Describe your familiarity with PRCC contractor requirements, operating procedures, loading and receiving procedures, venue coordination requirements, and other requirements relevant to the services you propose.
Response: ________________________________________________________________
D. Comparable Experience and Capacity
19. Describe at least three comparable meetings, conferences, conventions, or events your company has supported within the previous three years. For each, provide:
event name or type;
venue and location;
approximate attendance;
services provided;
your company's role; and
general level of operational complexity.
Response: ________________________________________________________________
20. What is the largest event your company has supported within the previous three years? Please describe the size and scope of services provided.
Response: ________________________________________________________________
21. Describe your capacity to support an event of approximately 1,000–1,200 attendees involving multiple venues and service categories.
Response: ________________________________________________________________
22. Have staffing or labor shortages materially affected your company's ability to deliver event services during the previous two years?
☐ Yes   ☐ No
If yes, briefly explain the impact and how your company has addressed it.
Response: ________________________________________________________________
E. Proposed Scope and Service Capability Matrix
23. Which scope are you proposing?
☐ Complete Scope of Services   ☐ Partial Scope of Services   ☐ Other Combination of Services
If proposing a partial scope or another combination, briefly describe the services included in your proposal.
Response: ________________________________________________________________
24. Service Capability Matrix
For each service below, identify how your company proposes to provide the service:
A – Performed Directly: Using your employees, equipment, inventory, or internal resources.
B – Managed Subcontractor: Your company contracts with and manages the provider and remains responsible to NeighborWorks for performance.
C – Coordinated/Referral: Your company identifies or coordinates the provider, but NeighborWorks would contract directly with that provider.
D – Not Offered: Your company does not provide the service.
	Service Category
	A
Direct
	B
Managed Subcontractor
	C
Referral/Coordination
	D
Not Offered

	Ground Transportation/Shuttles
	☐
	☐
	☐
	☐

	Tours/Site Visits/Local Experiences
	☐
	☐
	☐
	☐

	Special Events and Convenings
	☐
	☐
	☐
	☐

	Local Vendor Sourcing/Management
	☐
	☐
	☐
	☐

	Temporary/Event Staffing
	☐
	☐
	☐
	☐

	Planning and Design
	☐
	☐
	☐
	☐

	Booth Equipment/Furnishings
	☐
	☐
	☐
	☐

	Installation/Dismantling
	☐
	☐
	☐
	☐

	Freight and Material Handling
	☐
	☐
	☐
	☐

	Signage
	☐
	☐
	☐
	☐

	Printing
	☐
	☐
	☐
	☐

	Promotional Materials
	☐
	☐
	☐
	☐

	Entertainment/Programming Support
	☐
	☐
	☐
	☐


Respondents should refer to the Scope of Work and any service-specific attachments for the detailed requirements associated with each service category.
F. Technical Approach
25. Describe your overall approach to planning, managing, coordinating, and executing the services you propose to provide. Explain how you would organize the engagement from contract award through pre-event planning, onsite execution, and post-event closeout.
Response: ________________________________________________________________
26. Based on the Scope of Work, identify any significant operational considerations you believe NeighborWorks should address early in the planning process.
Response: ________________________________________________________________
G. Project Management and Onsite Operations
27. Identify the proposed lead project manager who would serve as NeighborWorks' primary point of contact. Please provide:
name and title;
role on this engagement;
relevant experience;
anticipated level of involvement; and
résumé or professional biography.
Response: ________________________________________________________________
28. Identify other key personnel proposed for the engagement, their responsibilities, relevant experience, and whether they will be onsite in San Juan.
Response: ________________________________________________________________
29. Describe your proposed project-management structure, including:
planning and meeting cadence;
status reporting;
action-item tracking;
budget management;
schedule/deadline management;
change management;
subcontractor coordination;
onsite management; and
escalation procedures.
Response: ________________________________________________________________
30. Describe your standard communication practices and anticipated response times during pre-event planning and onsite event operations.
Response: ________________________________________________________________
31. Describe how your company would staff and manage onsite operations for the services proposed, including onsite leadership and escalation responsibilities.
Response: ________________________________________________________________
H. Subcontractors and Local Vendor Management
32. Does your company anticipate using subcontractors or strategic partners to perform any portion of the proposed services?
☐ Yes   ☐ No
If yes, identify each material subcontractor or strategic partner known at the time of proposal and provide:
company name;
service provided;
nature of the relationship;
length of the relationship, if applicable;
whether the provider has previously worked at PRCC; and
how the provider's pricing is incorporated into your proposal.
Response: ________________________________________________________________
33. Describe your process for selecting and vetting subcontractors and local vendors, including qualification standards, competitive quotes, preferred-vendor arrangements, insurance verification, and performance monitoring.
Response: ________________________________________________________________
34. If a subcontractor or local vendor fails to perform, describe how your company would address the failure and obtain replacement services.
Response: ________________________________________________________________
35. Identify any commissions, rebates, referral payments, or other financial incentives your company receives from subcontractors or suppliers used for client events.
Response: ________________________________________________________________
36. If subcontractors are used, confirm whether your company will contract with, manage, and pay those subcontractors and remain accountable to NeighborWorks for their performance.
☐ Yes   ☐ No   ☐ Varies by Service
If "Varies by Service," explain.
Response: ________________________________________________________________
I. Contingency and Business Continuity
37. Describe your emergency and contingency approach for the proposed services. As applicable, address your ability to respond to:
severe weather;
transportation or flight disruptions;
delayed or lost freight;
staffing shortages;
vendor/subcontractor nonperformance;
vehicle or equipment failure;
power or infrastructure interruption;
venue-access changes; and
emergency sourcing needs.
Response: ________________________________________________________________
38. What backup resources do you maintain or have access to locally in Puerto Rico?
Response: ________________________________________________________________
39. Describe how urgent operational decisions and emergencies would be escalated to NeighborWorks.
Response: ________________________________________________________________
J. Pricing and Financial Transparency
40. Complete the required Pricing Worksheet for all services included in your proposal.
41. For subcontracted services, identify whether pricing is:
☐ Passed through at cost   ☐ Disclosed percentage markup   ☐ Fixed management fee   ☐ Bundled pricing   ☐ Other
If Other, explain: __________________________________________________________
42. Identify any commissions, rebates, administrative charges, service charges, or other fees associated with your proposed pricing that are not otherwise identified in the Pricing Worksheet.
Response: ________________________________________________________________
43. Identify all material assumptions upon which your pricing is based.
Response: ________________________________________________________________
K. Insurance and Compliance
44. Can your company provide at least $1 million in liability insurance?
☐ Yes   ☐ No
45. Can your company obtain and maintain all insurance required by NeighborWorks and applicable venues for the services proposed?
☐ Yes   ☐ No
46. Can your company ensure that subcontractors performing services under your contract maintain applicable licenses, permits, approvals, and insurance?
☐ Yes   ☐ No
L. References
47. Provide three client references for comparable work completed within the previous three years. For each reference, provide:
organization;
contact name and title;
email address;
telephone number; and
brief description of services provided.
Response: ________________________________________________________________
M. Exceptions, Limitations and Assumptions
48. Identify any exceptions to the Scope of Work, contractual assumptions, service limitations, dependencies, or potential conflicts associated with your proposal.
Response: ________________________________________________________________
49. Identify any portion of the requested scope that your company believes would require NeighborWorks to contract directly with another provider.
Response: ________________________________________________________________
50. Is there anything else NeighborWorks should understand about your company's proposed service-delivery model, capabilities, or limitations when evaluating your response?
Response: ________________________________________________________________
N. Vendor Registration and Payment
51. NeighborWorks America can only utilize registered vendors with up-to-date credentials on SAM.gov. Is your company currently registered?
☐ Yes   ☐ No
Comments: _________________________________________________________________
52. NeighborWorks America pays vendors via ACH. Vendors will be required to provide applicable payment documentation, including a current signed W-9 and required banking documentation to be cross-checked using our Gappify verification platform. Can your company receive payment via ACH?

☐ Yes   ☐ No
If no, explain: ____________________________________________________________
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